5t AR BDE, DIV WEST

Brigade
Inprocessing

Rank/Name:

Unit Assigned:

DEPART \

 EVALUATIONS

ALPHA ROSTER

LAST ACTION PERSON PLEASE FILE
IN THE ACTIVE FILES.



5t Armored Brigade
Inprocessing Checklist

SOLDIER’S NAME:

BRIGADE S1 (RM 107)

Copy of ORB/ERB, 2-1, 2A/2B (for SIDPERS turn in)
2 Copies of PCS/Transfer Orders

Copy of last OER/NCOER

OER/NCOER Maintenance Memo

Brigade Personnel Questionnaire

Mobilization Personnel Admin (MOBPAC)

DA Form 3955 (Change of Address Card)

DA Form 647-1 (Personnel Register)

DA Form 7274 (Sponsorship Program Survey)
Meal Card (RC/NG only)

Finance (PCS and DITY move)

EFMP Enroliment

Medical, Family Practice EACH (Intra-post transfers only)
Dental, DC #1 (Intra-post transfers only)

CIF (Intra-post transfers only)

Army Knowledge On-line Account

Read the Brigade/Division/5" Army Policy Letters
Verify My Pay Account

BDE EO NCO

Office Call BDE CSM (All Enlisted)

Office Call with Brigade Commander (E8-E9, CPT above only)
BRIGADE S2 (RM 116)

Check JPAS or clearance and enter if necessary
Complete NDA

Clearance current or proper actions taken
Check favorable background information
Entered into Brigade SCAR

SIPR account

Courier card

FC 66-1E

BRIGADE S3

Brigade Schools

BRIGADE PAO (RM 312)

Hometown news release

BRIGADE RMO (RM 124)

GTC Application or maintenance form

GTC Statement of Understanding

Defense Travel System (DTS)

BRIGADE IMO (RM 338)

Establish Email Account

BRIGADE CHAPLAIN (347)

Information sheet




HHC
Inprocessing Checklist

Personnel (Ms. Tudhope)

Collect 201 file from Soldier (disk for DA 2-1)

Update DD93 if needed (RC only)

DD Form 8286 (RC only)

Copy of Current orders

Current DD Form 4 Enlistment/Re-Enlistment Cntct

DD 214/215 for any break in service

Current promotion orders

Update RLAS data (RC Only)
Family Care Plan if required

Alert Roster

Supply (SSG Ballo)
Clothing Record

CIF Printout

Unit Patch/crest

OCIE issue (TPU only)

PT Belt

Training (SFC Christmas)
Training Record

APFT Card

Weapon Qualification Card

ADSO E7+

Motorcycle Safety Checklist

Schools (SGT Townsend)
Enrollment/eligibility

Command
Office Call with 1SG (enlisted only)

Office Call with Company Commander




5t Armored Brigade
In-processing Questionnaire

PRIVACY ACT STATEMENT: Authority: Title 5, USC, Section 301.

PRIMARY PURPOSE: To account for and maintain data relating to assigned or attached
active/reserve duty military personnel.

SECONDARY PURPOSE: To provide supplemental records screen to verify dependents,
martial status, and family care plan requirements.

ROUTINE USE: Recording of other personnel management data not shown elsewhere; e.g.
local address, phone number, etc. for emergency and alert purposes.

DISCLOSURE: Mandatory disclosure of local address, telephone number, name and
address of next of kin, and dependents is required for notification of emergency to the
Soldier or next of kin.

PERSONNEL INFORMATION:

*Name (last/first/mi): *Rank: *SSN:

*Unit (Bn/Company): *Duty Position: *Duty Phone:
*BASD: *ETS: *DOB: *Blood Type:
*PMOS: *MOS: *SMOS: *ASlIs:

*Date arrived at duty assignment: *Highest Ed. Level:
*Year Graduated: *Security Clearance: *DOR:
*Home of Record:

*Last OER/NCOER Closeout Date: *Year Group (Off):

*Bar to Reup (Y/N): *Date Last Photo: *Promotable (Y/N):
*Date Last Physical: *Date Last Dental Appt:

*Anticipated date of retirement: ~ *Previous Awards:

*Do you have Sure Pay (Y/N): Is this a joint account w/spouse (Y/N):
Do you have a current will (Y/N): Location:

Does spouse have a power of attorney (Y/N):
Boots size: ACU Size: Cap Size:
NEXT OF KIN INFORMATION:

*Name/address/relationship:

*Notify above Next of Kin of emergencies (Y/N):
HOME INFORMATION:

*Local/Home address:

*Home phone:

*DESIGNATES MANDATORY INFORMATION



5t Armored Brigade
Inprocessing Questionnaire (cont)

FAMILY INFORMATION:

*Martial status: Spouse Name: *Date of Marriage:
*# of Dep (include spouse): Is Spouse EFMP (Y/N)?

Is Spouse US Citizen? Y/N Does Spouse Drive (Y/N)?

Are you responsible for any adults incapable of self care (Y/N)?
Were you previously required to maintain a family care plan (Y/N)?
Are you a single parent? (Y/N)

Is your spouse in the military/dual military? (Y/N) Branch:
Do you have sole custody of children? (Y/N)

Do you want your spouse in Family Support Network (Y/N)?

Do you wish to receive post events and unit newsletter by email (Y/N)?

If yes to above, provide home email:

Child(ren) info
Name DOB EFMP (yes/no)

Describe nature of EFMP or any medical or other conditions in your family that require special

Attention:

IMPORTANT: BDE maintains one copy of
questionnaire, and gives one copy to the
Soldier for the unit of assignment

*DESIGNATES MANDATORY INFORMATION



5t Armored Brigade
OER/NCOER MAINTENANCE

Name
Unit Phone

To: Brigade S1 OER/NCOER Clerk

I give permission for copies of my old OERs or NCOERs to be
maintained by the Brigade S1 OER/NCOER Clerk.

(Print name)

(Signature/Date)
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SPOMSORSHIP PROGRAM SURVEY
Far use of This larm, saa AR GD0-8-6: the proponent agency s DDCSPER

UAIT OR ACTIVITY

| RAMNKGRADE
.,

This survey is being conducted as part of a continuing effort to improve the sponsorship program.
INSTRUCTHING: Check the sppropriata box for each quastion of wiite in ke infarmation requasted

1. Were you ofiarad a spenser aither bafora or after amival?
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™ es, bist | declined
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2. I youu hacd & aporser, when did that spaoensgs firar contack yoe?

4. How helphul was youwr nes unit or activity during your PCS mowve?
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*PRIVACY ACT
BRIEFING™

Privacy Act of 1974 (S5USC 552a):

(a) Purpase 1s o provide cotlain safoeuards lor anindividnal against an
mvasion of personal privacy . Release of Privacy Act Into withowt
express cousant of the above soldicr is punishable hoth under civil and
critminial] penaltics of taw. EXTRACT FROM 32CFR Ch.1; Para
311.4 (Policy)

by} Hach office maintaining records and infonmnalion aboul mdividuals
shall enauwre that their privacy and protected from unsuthorized
disclosure of personal information.

In the course of my duties with the 5% Armored Brigade i understand
that 11 1s my responsibility to ensure the privacy and safegeard of
i mformation tor each sobdier | come in contact with. | also

understand that release of information covered under the Privacy
Act can onby be obtained by third partics by application under the
Freedom ol lnformation Act

I have been bricted and understand 1he consequences for vielation
of the Privacy Act of 1974

RANEKSNAMI:

SIGNATURI:



DTS INSTRUCTIONS

1. Profile frgwnation - Changes ot edditions o lhe
travelor's percena) informntion.

b, Fer Diem Lintitfemercy < hanges in this section
mudify the tevelar’s cntilemerts,

Click the RS menu, The Proview
sereen appems. Review the infnemation, Uae
The il o remiove Tink i change or updik
infirmation. TFneceasury, wdd woumert 1 the
A
Clisk Swve e Proceed Tir Pre-Angif oullin ot
the hiottom of she page, Lanler jus.ificacions e the
AU iu ech eomucnt oy of the Hagged ircns.
Jugttfications iy manduiory.
(ick S aitd Proceed Te Digitf Signadire.
{Oyriemel) - Click (Mar Jarhs. ¥ epocial
dysumenlasion naeds to appear o the orders,
click thz link Addl Adlionul Aiioriations for
Hets prip, Add & check in the bos mexl 1
ppropriat: authorization.
Click the A bsllen |neated A tac seom o- he
pirae At the appronriat: Ramarks Lol nesd o
ypear am e arhers.
Click Diyituf $hyieauira end sezot the Sigaed
LT,
o, (Opliorad) Laler b
Ronmirrfe bavs.
i Click the Sabmit Complctid Peansent Futon.
L |apter wuue CAC RN then click JA

=

L

P

el il igeLits 7o e

MENDING

DOCLMENTS

The traveler can casily edil # document stamped
FIGNED. An Adhodmnt is 3 chenge made ta 2
Awthorizenlon or Yourher fafprg ita AVY applies the
APPROVED stemp. &0 Amandnet ia a change tuade
tor a0 Antherizatiog ar Facher afir the A¢) applits
e A4 PROVED gtarm.

Creating g Adjustment

o Suloct Fonchers fom e Qfficial Travel drop-
down men

. Click Mlw/Edit pext o e docament to be
adusted,

+ o Dot onLY; T

i Digsclegt the Fhewihely box to muke changes to
the doqumaat.

d. At Bigited Siprame wrindow, enter out CAC
R

£ View the Preview seeeen and ealect e Kl link
rext 4o the arcs thet nesd adjusding,

£ Under ihe SeviewSion o, click on Pre-Atdlt
Ity add justificarions for 4ty wlanges mads.

g Click Save and Procard 1 Disite! Smnture
and samp the docimenl SIGNED.

Creating An Amendment

L T R R e em
e, T SRR
 —l—— kM LI LV SR £ R : -] l

i welacr Maueer trom the Cfficéad Travel drop-
down mea.

b Cllek Amend next s the desived dicume.

c. Type justilication i changes in the Cormpent
b,

4. At Dipial Sgnatere windu, enter your LA
1R,

o On Preview sreen, click the Edir ok mea b the
e, neading amending. Muke and save
[T

£ Click e EHpdie! Spnaere link umec
Revherr!Sign and stamp by dkwenment SHEYED.

2 Ar Digizal Sipweovee window, encer yrar CAC
Y.

Traveler lestructions to Createa
Voucher From Anthortzation

A Step-by-Step Cuide

DTS Veasinn 1.5.4.23, {oichar |, 2004
{Sea Chupler & I Documar Pronzwing Hanu)

Aftet ravel, & Fousher fum Awthuriction is crenled
totpdnte the irsveles's duthorizarion (should coas)
il s’ casts mevred during the trip.

Tagging fnto DTS with a
o Access Card (CAC
. Insertyour CAC mlo reader.

b Uimy botemet Foqalorer, 20 to fhe wahsits parta]
Tl st Orfrggelrave asd il

¢. Click he Log Fr burttan, read aml silect Fes ot
tha Sacuriy At sreed.

d. Read und Avcapethe Dol Privacy amd Fehec
[l

<. When the dipilal signatc window opens, the
Ky il will wppiear,

[ Fatar vour CAC FIN then lick K.

" s ke Byrarnare.
1 Onthe DTS Privar Page, hover molst v

il Torval on the ou vigativg b

b Click Fenedeer (unt the drop dewn meay.

i, Creieal woadhers appear i the Lot
Fiachers seetion.

d. Click o Crete dew Vowcher from
Authorisaten/rdcr Iok.,

¢ Clickthe Crewbs Jink next o the dotamen! W
reidd o vineeker,



- Travel Itmerary
!uﬁ. Exrield 3. 42 b Al drs < Spalen e

TR - i B

Mote: Only wee this procedure i trip dates

have chanpmel.

8. Saloct Shimersry o the navigstion bar.

b Adjust the Starr Dare o7 Ened Oare Geld in the
Trip Chverviaw sorcet.

i Click Proceed fa Per fHerr Lagetion Baiton.

d  Click £ 1w the Fedithamaents Dipdate prompl.

r [lick £4K th ehe warnias

F. Dates in fields see e propubisted with B queslion
ik, Click the Efé dink wnder Lociviee in he
Trip Swmrary bas,

g Clivx DR o the raming messags.

h, Tinthe Per Dhem focatiae (oft 1), chenge the
dkes wccoedingly.

i.  Click e Charger ind thea olick 0K a1 the
catitlermnenk; update vessame prompt,

jo Click Revove next oo the air seqment that agye.
tarms ant Axvocined o TOV atem,

k. Tlnder Trowed on the mivigation har click Oler
TFrewapx. lis aced chaneed flishr tickel data,

I, Click Remave nex W Lorging snd Do Rental
[d#t raspective seotions b make chacges.)

' Travel Recervations
.&-.i? Jetirrridg AL ioral Opukam i_.!.s.i_...

B, Select Trmel from the top nevieation bur,

B Inthe Air Trlg Sy colunm, click de Ldi
link oo be spesilic flight tequiring chonges,

¢ Click on Ohange Theker Pare Lok ko wpdare e
trave] chanpes. Under Laft Ticked Tnfarmarion,

chaoge the recessary fickds.
A, Click the Save tatten when complece.

H Lodeing

Mg CLKACEY Akl dorrl Gelvak BesialFiee .

The taveler 145 the ability t adjust vhe Lakdging aed
MEF if necossary. The fer e Bafidlemenis

sereer (where upiatesvichanges tn lodgiog shoukd T
madz) gllows the aveler 1o change one Jhdividuai
day ot w runge of days. {Ihe pad add hose] salbea baes
o Tonm teves o the LodEfry seclion, Thess should
b wolersd iu L Frpenvay Rection.)

& Aclect Trawef from the main maviggstion tar den,
select Lodyrimy Tram tliz aub-navigation bar.

b Tisdst Trig Sustmary colurm click oo the Eadit
link on the speeific Indging Biat requinee
clhanzes,

¢ The Lodeisy bux displays specific lodpine
infarmation from the AuthorEmion.

d.  Chanme dides e fecessary in the Lodeoer box.

¢ 1flndemg costs Tequire updstimg, lick ol
Cpifme Actuwd Lidethg Coxt tink. This will
refresh the pame ¢ toe Per Diem Eniidlemuney
Page.

L Click Edif an the apesific date where chunges are
macassary of chick the Rameoire Link to delotc the
specific ladring ey,

o h. AETEDE a. teahes
Any updatzvchanges made to EASTING Remgal Cor
infemoation (if Tental cur was heludad ac part of the
athurizzation ) Sloubd Be mads o the Keneal ey
section. [Framtal cer way bovked affhne and'ar was
s o luded in the A erfaeiration, the Taveler must
inprt the remtal cur | saeeeriiol dutol ongts in the
Expewses seclion.

A Scle Travel from the maio oavigaos bk, abd
then chewes Begidnd Car fiom the sub-nanvdisatien
har,

B, Click the Bdit Jink oest b U spscific s senral

thitf requircs chanmea, or the Bemreee Link to

delete the specific car rental entry.

Jmm ez Cur Redeed bod. choopes con be mude

o e Dotes, Times, Ut wed oafuad of

L I T, 0

=1

a.  (Click oo Expeiegas in the navigation bar or acloet
the Comuae tatten ut buwitora page.

b, Adter tovel, fp eXpenses cat ba fdued,
upclated. of Jafevad in the Expexzes seuliom du
reflect aciual vusts,

a . .
Lines of Accounting
R My ol canm ERSTR =itz pristiter: P2ri i

Fructhier Fom Atdfarsalies. Funda from LS
in tae Ampharizating have alcearly been
dactamentcd. Chanzne Lovis wronld canse
=TS o both 1374 and the accoenting syaten. T
allecation of opensce bas chenged. click the
Adltrakt FE)seset Tuttan.

b.  Seloct the Arcowrting Cenle nreeded Lor sacd
allcaiion.

c. Select Swmve Affecurions bullog, The Smesr
Smmury Lo will display a Tireakodorsn of tho
expeaes perRitiog ta =ach 1 CrAL

o Selpel Agsysentigg an the navegarion bar ov seicct
Catflrree on the bottem of pape.



